N IEF OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR REQ%(')HDS RETENTION SCHEDULY DEPARTMENT OF ARCHIVES AND HISTORY
OO )0~ [ 3772, RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM-—1 for instructions on oomplleting this form. Forward signed ariginal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. :

FOR AGENCY USE 1, Agency Address FOR RECORDS MANAGEMENT USE
Application Date Georgia Department of Education Apglication Number
- Ofgice}of Eviluation and Personnel | 8°i -0yt
Application Nurber - cve lopmen ' T i ~ Date Completed
Student Assessment and Test Development r .
1870 Twin Towers East.Atlanta, GA. 30334 "RAY Ty 1989 JGN 2 6 1989
2. Person to Contact i Working Title Telephones Number
Stan Bernknopf - . Director £56-2661

3. Action Requested
a. XX Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

¢. [ Amend Application No. Check One: [ Change; O Supercede; O Void

4. Dates of Series S. Records Series Title (followed by title used in office; if different)
Earliest Latest

1971 | to Date |Student Assessment and Test Development Administrative Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Student Assessment and Test Development Unit is responsible for administering'a program
of assessment involving all public schools and students in all grades K-12, except Grade 5.
Their vital role of assessment for accountability in the educational process was recognized
by the Georgia General Assembly in 1974 APEG legislation and 1985 QBE (Quality Basic Educatiop)
legislation. Student Assessment and Test Development staff are responsible for developing
tests, analyzing and disseminating data and providing staff development to local school staff
and state staff. This office contracts with various vendors to produce products and carry
out projects such as student test development, teacher test development, state-wide item bank
teacher evaluation, test administration and other test-related projects. One such vendor is
Georgia State University via the Georgia Assessment Project. Other vendors include University
of Georgia, National Computer Systems, Educational Testing Service (ETS), National Evaluation
Systems (NES} and CTB/McGraw Hill. ‘

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documentsrelatingto: Administering the Student Assessment and Test Development Programs for the

S?ate of.Georgia, including Teacher Assessment and maintaining and monitoring contracts
with various vendors to produce products and carry out projects.

Included are: Program Policies and Procedures, Contracts, correspondence related to contract
development and fuifillment, Annual Reports

Fileisarranged: Chronologically by Fiscal Year, thereunder alphabetically by subject

8. Monthly Refersnce Rate How often are records referred to which are: ] :
One 1o six months old __ OTLEN___: Seven to twelve months old __0ften _; Thirteen to twenty-four months old Often .

twenty-five months and oider 0CCasionad 1y
9. Annual Rate of Accumulation of Records ‘ . _
Lettersize drawers _ 2 ___ - ; Legalsizedrawers . :Shelves ____; Other (specify)
TOTAL CURRENT ACCUMULATION: 20 Cubic Feet -

. AR=-50-71; Rav.78

[Over) ] - —




2. Is this the official copy of the serues? : _ )
X If not, where iy it? L e

series contain ::onfldentlal information requiring security handling? If yes, cite law or reguiation.
6B ity handling? M yes, cita law or reg

X
X c. _ls this a vital record?
X d._Does this series have historical or long term research value? T_
e. When one or two documents in the file make it necessary to keep the entire file for 5 long period, eould these
X | documents be scheduled separately? Student Assessment . ]
X £, lsmiMMmmmmm@ggmmum_m e

. Is the information contained in this series ever analyzed andlor recorded in a summarized report?
X _I_ves anaeh COpY,

: "h. Is there a duplication of this series in your office, or in another office or agency
X If ves, where? (Contract/Payment Records in Grants Management and Accounting}

X i.Is this series for 2 major portion of itl requiarly miarofilmed? -

X | i Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:
a. State Law d. Audit period 5 years.
b. Statute of limitation 0 NLA 6/ 14L8§ears e. Admi_nistratiwe need 7 years.
¢. Federal law years. %, Federal retention instructions 0 years.
Attach copy or excert of laws or regulations. Explain administrative need.
Quality Basic Education (QBE) #20-2-151(2) and #20—2-28'1 R
State Board Policies II, IHE and IHF
12 Appm'?ed Disposition Instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; XX Fiscal Year: [J Other then,
XX Hold in the current filesarea___ ____month(s) _____6._ year(s); then -
0O Transfer to local holding area;hold ______ . _vyear(s}); then :
O Transfer to State Records Center;hold _____ year(s); then
O Destroy. e
XX Transfer to State Archives for permanent retention. : g '
O Other [Specify) o
Pt
<

]

These instructions apply to all prior and future accumulations of he series,

jn% MIZ_"E (Sﬁ' ture) Date Records Managemant Officer (Signature} Date

8?* oY L/ C Stats Records Committee (Signature) Date

Recommendations in para- . [
graph 12 are approved. State Auditor/Designee A\W G-LJ /§7

ot oxpiaaton) | Sacrotary of Ste/Desigmee | ZAmiondd WAL — ¢4}

830510 -0 | GOVERHOR' S e L‘/ u = (/{,'/fq

AR-50-71; Rev. 78 (Reverms Siva}




